Promote Your Intranet--Checklist





What are your goals for the demo?


Recruit users as an audience for web publishers


Recruit web publishers and others for the team


Other?


Build the demo


Set up the computer--you need


Computer


Internet access


Browser


HTML authoring tool


Graphics tool


Caching tool


Learn HTML and other tools 


Decide if you need an introduction


Call or have lunch with people to find out how much they know about the Internet--determine whether you need an introduction


Build HTML pages or presentation slides giving a short introduction covering


The Internet and its history


The World Wide Web and where it came from


Browsers


Hypertext linking and HTML


Determine what to include in the demo


Identify needs


Brainstorm--think about 


Information in paper form


Information that resides in disparate systems	


Identify business partner contacts


Contact them


Involve others to find out about critical business needs and problems


Informally--stop people in the halls, have lunch with friends, let people seek you out


Formally--JAD sessions to brainstorm and identify uses	


Build sample applications--you can illustrate the concept if you


Create a home page for your department


Create an employee locator


Set up a variety of HTML pages--procedures manuals, benefits information, and samples of lots of other information


Tie HTML pages to databases--create a mock-up, if necessary


Add some graphics, sound, and video clips, but don’t overdo


Build the real intranet


Design the look and navigation


Possible applications


Phone directory


IS information--contact lists, organization charts, and documentation


Training schedules and registration


Downloadable software


Present the demo


Schedule demos


Top executives


Managers in key areas


Information Systems


Word of mouth


Open demos


Tailor the demos to your audience


What are some relevant sites? Create an intranet page of Interesting and Useful Web sites for users to access after the demo.


What is the appropriate language to use with this audience?


It’s more important to communicate than to be technically correct.


Potential sequence for presentations


Introduce colleagues and yourself


Introduce the Internet and the World Wide Web


Visit business sites


Visit education sites


Visit government sites


Visit sites relevant to your business or industry


Show your external site


Talk about the intranet


Show your intranet demo


Closing--what is the impact of the Internet and intranet on your business, and what are you doing about it?


Build enthusiasm


Brainstorm ideas for using the tools


Use these ideas to enhance the demo and the real intranet


Use the brainstormed ideas to build new applications


In the demos, share stories about where the ideas came from and give credit to the originator of each idea


What excites your users? Take note of these and use them for your applications.


Answer questions and address concerns--anticipate these questions and have answers ready for them


What will happen to productivity if we give employees access to the Internet?


How secure is the intranet?


If we give employees access to all this information, won’t they be harder to deal with?


If we access the internet, won’t we bring in viruses?


How much does it cost the company to access the Internet?


How do I get my department on the intranet?


Other ways to promote your intranet


Web fair


Surfing theme


 Showcase departments' web sites and any new applications


 Surf the Internet


Mini-training sessions


Sign up for classes on the intranet


 Vendor booths and drawings


Advertising Campaign


Posters


Mailings


Launch meetings
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